PERSONAL RESUME WORKSHEET

	Name:
	

	Street Address:
	

	City, State ZIP:
	

	(Area Code) Phone Number:
	

	

	Objective – Write a consise statement matching your skills to the position.
_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

	
Qualifications – Summarize your expertise and key accomplishments.

_________________________________________________________________________________________________________


_________________________________________________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


	Employment History – Describe problem-solving abilities, skills & strengths using punchy phrases & strong action verbs.  Highlight specific accomplishments.  Begin with current/ most recent job, and include internships and relevant volunteer work.

	
Company name and address ________________________________________________________________________________


Dates employed (month and year) and title ____________________________________________________________________


Describe responsibilities, accomplishments and special skills.


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

	Company name and address ________________________________________________________________________________


Dates employed (month and year) and title ____________________________________________________________________


Describe responsibilities, accomplishments and special skills.


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

	
Education & Training – Include academic institution; diploma, certificate or degree earned; major or areas of study; relevant courses or activities; and honors. GPA included if higher than 3.0. Include foreign languages, cross-cultural experience and computer or other specialized skills.


School name and location __________________________________________________________________________________


Dates attended ______________________________________  Diploma/Certificate __________________________________


Areas of study ___________________________________________________________________________________________

Relevant courses _________________________________________________________________________________________

Specialized skills _________________________________________________________________________________________



	School name and location __________________________________________________________________________________


Dates attended ______________________________________  Diploma/Certificate __________________________________


Areas of study ___________________________________________________________________________________________

Relevant courses _________________________________________________________________________________________

Specialized skills _________________________________________________________________________________________



	
Related Information – Include memberships and positions in organizations and associations; special skills and talents; honors, awards and achievements.


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________________________________

	
References – List three to five references on a separate sheet and include names, titles, addresses, and phone numbers.  Ask permission to use their names. These should be people who are not related to you, who can attest to your character and work ethic, and care about seeing your succeed.


_______________________________________________________________________________________________


_______________________________________________________________________________________________


_______________________________________________________________________________________________


_______________________________________________________________________________________________


_______________________________________________________________________________________________




